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1. Introduction and aims   
 

This policy applies to all adults working at or on behalf of St Dunstan’s Education Group (the Group). 
This includes, but is not limited to: 

• All employees (whether permanent, fixed-term, full-time or part-time) 
• Agency and supply staff 
• Volunteers (including volunteer helpers and parent volunteers) 
• Governors (includes both Group Board members Local School Board members) 
• Contractors and consultants whose work brings them into regular or unsupervised contact 

with children 
• Peripatetic staff and self-employed staff 
• Third-party staff working on the school premises (e.g. caterers and cleaners)  
• Work experience placements and trainees. 

 
For the purposes of this policy, the term staff is used to refer to all such individuals, regardless of 
whether they are engaged under a contract of employment, a contract for services, or otherwise.  

This policy should be read in conjunction with Recruitment and Selection Procedure for staff and the 
with Recruitment and Selection Procedure for governors (Group board and local school board 
members).  

The Group is committed to ensuring the best possible environment for children and young people in 
our care. Safeguarding and promoting the welfare of pupils is our highest priority. Safeguarding 
underpins all we do; under Excellence. Differently, excellence means an uncompromising 
commitment to safeguarding, with safer recruitment as a non-negotiable requirement. 

 
The aims of this Safer Recruitment Policy are to: 

• Ensure that safer recruitment practices are the foundation of a safe environment for pupils 
and staff  

• Clarify roles and responsibilities within the safer recruitment process  

• Outline the expectations regarding vetting, selection and pre-appointment checks for 
employees, volunteers, contractors and agency workers   

• Ensure that robust recruitment procedures deter and prevent people who are unsuitable to 
work with children from applying for or securing employment, or governor and volunteering 
opportunities at our schools.  
 

 

2. Legislation and definitions  
 

2.1 Legislation 

This policy is informed by and adheres to legislation and statutory guidance including, but not limited 
to, the following: 
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• The Department for Education’s (DfE’s) statutory guidance Keeping Children Safe in Education 
(2025) and Working Together to Safeguard Children (2023)  

• The Children Act 1989 (and 2004 amendment), which provides a framework for the care and 
protection of children 

• Part 3 of the schedule to the Education (Independent School Standards) Regulations 2014, 
which places a duty on independent schools to safeguard and promote the welfare of pupils at 
the school  

• Data Protection Act 2018 and UK GDPR which ensures that personal data gathered during 
recruitment is collected, stored, and used lawfully, protecting applicants’ privacy throughout the 
vetting process 

• The Rehabilitation of Offenders Act 1974, which outlines when people with criminal convictions 
can work with children 

• Schedule 4 of the Safeguarding Vulnerable Groups Act 2006, which defines what ‘regulated 
activity’ is in relation to children 

• The Equality Act 2010, which makes it unlawful to discriminate against people regarding 
particular protected characteristics (including age, disability, gender reassignment, marriage and 
civil partnership, race, religion or belief, sex and sexual orientation), including during the 
recruitment process  

• The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) 
(Extended Entitlement) (Amendment) Regulations 2018 (referred to in this policy as the ‘2018 
Childcare Disqualification Regulations’) and Childcare Act 2006, which set out who is 
disqualified from working with children 

• The requirements relating to safeguarding and welfare in the statutory framework for the Early 
Years Foundation Stage. 

 

2.2 Definitions 

 

Applicant  For the purpose of this policy, an applicant is any individual who applies for, is 
nominated for, or is otherwise being considered for a voluntary or governor role 
within the organisation, and who may have direct or indirect contact with 
children or vulnerable individuals. Those applying for employed roles are 
referred to as applicants. 

Barred list check  A check of the Children’s Barred List held by the DBS. 

Barring referral  A barring referral is a formal report made to the DBS when an individual in 
regulated activity has harmed, or poses a risk of harm to, children or vulnerable 
adults. Employers have a legal duty to make such referrals, allowing the DBS to 
consider adding the person to the relevant barred list and prevent them from 
working in regulated roles. 

Candidate  For the purpose of this policy, a candidate is any individual who applies for, is 
nominated for, or is otherwise being considered for an employed role within the 
organisation, who may have direct or indirect contact with children or vulnerable 
individuals. Those applying for voluntary or governor roles are referred to as 
applicants.  

Child  For the purposes of this policy, a child is defined as any person under the age of 
18. In accordance with Keeping Children Safe in Education, where an individual is 
over the age of 18 but is registered as a pupil or student at the school, they will 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
http://www.legislation.gov.uk/ukpga/1989/41
http://www.legislation.gov.uk/ukpga/2004/31/contents
http://www.legislation.gov.uk/uksi/2014/3283/schedule/part/3/made
https://www.legislation.gov.uk/ukpga/2018/12/contents
https://www.legislation.gov.uk/eur/2016/679/contents
http://www.legislation.gov.uk/ukpga/1974/53
http://www.legislation.gov.uk/ukpga/2006/47/schedule/4
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/uksi/2018/794/contents
https://www.legislation.gov.uk/uksi/2018/794/contents
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
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be treated as a child for the purposes of safeguarding and child protection 
arrangements. 

Childcare 
disqualification  

Childcare disqualification is a legal restriction, set out in the Childcare Act 2006 
which prevents an individual from providing, or being directly involved in the 
management of, early years provision (EYFS) or later years childcare for children 
under eight. A person is disqualified if they meet certain criteria, such as being 
on the Children’s Barred List, having relevant convictions or cautions for 
specified offences, or being subject to certain court orders or prohibitions. 
Schools and childcare providers must not employ a disqualified person in 
relevant childcare unless they have obtained a waiver from Ofsted.  

Contractor Any external supplier, company, or sole trader engaged to undertake work on 
school premises 

Enhanced DBS 
check 

A criminal record check conducted by the Disclosure and Barring Service 
including relevant police information. 

Letter of 
assurance  

Written confirmation from a third‑party organisation (e.g. agency, contractor, 
host school) that all required safeguarding checks have been carried out on 
individuals they supply. 

Management 
position   

For the purposes of statutory safeguarding requirements and this policy, a 
management position is defined as any role that involves significant 
responsibility for the leadership, management, or governance of the school. In 
line with KCSIE and ISI expectations, this includes: governors, the executive 
team, senior leadership teams, teaching heads of department at St Dunstan’s 
Senior School and professional services directors.  

Overseas checks  Overseas checks are checks carried out for applicants who have lived, worked, 
or studied outside the UK in the last five years. These checks may include 
obtaining a certificate of good conduct or police clearance from the relevant 
country, verifying overseas qualifications, confirming employment history and 
requesting additional references where appropriate. The purpose of overseas 
checks is to ensure that equivalent safeguarding assurances can be obtained when 
UK-based vetting (DBS checks) cannot cover periods spent abroad. 

Prohibition 
check 

A check of any prohibition from teaching issued by the DfE. 

Qualifications  Any academic, vocational or regulatory credentials required or desirable for a 
role, as set out in the person specification. Verified qualifications will be recorded 
on the personnel file and the Single Central Record. 

References  Written statements obtained directly from previous employers or relevant 
referees that provide an independent assessment of a candidate’s suitability to 
work with children. The Group requires at least two references, including one 
from the current or most recent employer, to verify employment history, dates, 
conduct and any safeguarding concerns.  
If the referee is school or college based, the reference should be confirmed by 
the headteacher/principal as accurate in respect of any disciplinary 
investigations. All references are scrutinised for legitimacy, accuracy and 
consistency. Any gaps or unclear information will be followed up before any 
offer of employment is confirmed. 
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Regulated 
activity 

Regulated activity refers to work that makes an individual legally eligible for an 
enhanced DBS check with children’s barred list information. A person is 
engaged in regulated activity with children if they: 

• Regularly teach, train, instruct, care for, or supervise children in a school  
• Carry out paid work, or unsupervised unpaid work, on a regular basis in 

a school where the role provides the opportunity for contact with 
children; or 

• Engage in intimate or personal care, or overnight care, for a child even 
once, whether or not they are supervised. 

Whether a post is considered regulated activity is determined by the Director of 
People, in consultation with the relevant school’s DSL as appropriate.  

Section 128 
check 

A statutory safeguarding check used to establish whether an individual is subject 
to a prohibition from management direction issued by the Secretary of State for 
Education. This prohibition prevents a person from taking part in the 
management, governance or leadership of a school. The check confirms whether 
an individual is legally barred from holding such a position and may be identified 
through an enhanced DBS check with a check for management, or via the 
Teacher Services portal where appropriate. A Section 128 check is carried out 
for all individuals appointed to management positions, as defined in this policy, 
and the outcome recorded on the Single Central Record). 

Senior 
management 
role  

For the purpose of this policy, a Senior Management role is a position with 
overall responsibility for running the organisation or managing its finances. This 
includes the CEO, who reports to the governors, and the CFO, who reports to 
the CEO. Anyone disqualified under charity law cannot hold these roles, even 
temporarily, unless the Charity Commission has granted a waiver.  

Staff Based on the Keeping Children Safe in Education statutory guidance, ‘staff’ is defined 
broadly to cover any adult working in a school or college, regardless of whether 
they are directly employed by the school. 

Volunteer  A volunteer is any individual who, without receiving payment or contractual 
benefit, offers their time, skills, or services to support the school’s activities. 
Volunteers may work regularly or on a one-off basis and can include parents, 
carers, community members and students on work experience placements. For 
the purposes of safeguarding, all volunteers are expected to follow the school’s 
policies and procedures, and those engaged in regulated or unsupervised activity 
will be subject to appropriate safer-recruitment checks. Volunteers that have not 
undergone safer-recruitment checks, must never be left alone with pupils. 

 

3. Roles and responsibilities  

 

3.1 St Dunstan’s Education Group  

 

St Dunstan’s Education Group governing body has ultimate responsibility for ensuring compliance 

with this Safer Recruitment Policy but will delegate day-to-day responsibility to the Chief Executive 

Officer. The governor responsible for overseeing safer recruitment is the Safeguarding Link 

Governor. The governing body is responsible for: 
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• Approving and reviewing this policy annually, or sooner if required by legislation or 

operational change 

• Ensuring that the Group complies with Keeping Children Safe in Education (KCSIE) and 

remains up to date with future issues, noting that KCSIE is updated annually   

• Ensuring that this policy supports the Group’s wider commitments to safeguarding and pupil 

wellbeing  

• Monitoring the overall effectiveness of the policy through termly reports from the 

Safeguarding Link Governor, DSLs, Heads of the schools, Chief Operating Officer and Chief 

Executive Officer. 

 

3.2 Chief Executive Officer  

 

The Chief Executive Officer (CEO) is accountable for, and has day-to-day responsibility for, ensuring 

compliance with the Safer Recruitment Policy across the Group. They are responsible for: 

 

• Providing strategic leadership and overseeing the implementation of the policy across all 

schools in the Group, including consistent policy implementation across all schools  

• Ensuring appropriate resourcing and staffing are in place to deliver the objectives of the policy 

• Ensuring that all audits, spot‑checks, and periodic SCR reviews are completed, reporting any 

exceptions or concerns to the governors. 

 

3.3 Heads of Schools 

 

The Heads of Schools are accountable for ensuring day-to-day safer recruitment at the schools. This 

includes: 

 

• Implementing the policy in their school and ensuring that all staff understand its principles 

• Ensuring that all recruitment decisions made by their school prioritise pupil safety and welfare  

• Ensuring that staff induction includes safeguarding training and code of conduct expectation 

and then ensuring that safeguarding training is completed annually 

• Ensuring that when staff at their school are promoted, any additional checks are completed 

ahead of confirmation of appointment  

• Ensuring that all recruiting managers in their school complete safer recruitment training every 

three years 

• Acting as the final escalation point regarding employment of staff at their school when there 

is disclosed information that needs to be considered.  

 

3.4 Designated Safeguarding Leads  
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The Designated Safeguarding Lead (DSL) at each school is accountable for, and has day-to-day 

responsibility for, ensuring compliance with this policy. This includes:  

 

• Advising on safeguarding requirements during recruitment, for example, whether roles involve 

regulated activity and any risks in applicants’ employment histories 

• Ensuring the correct safeguarding content for their school is included in job descriptions, 

person specifications, interviews and induction 

• Supporting People Operations with pre-appointment checks, specifically acting as the 

escalation point for concerns arising from DBS results, references and online searches 

• Approving and reviewing all safeguarding risk assessments for staff, volunteers and contractors 

with incomplete checks  

• Delivering or overseeing safeguarding inductions for all new staff, governors, volunteers, 

contractors and agency workers and ensuring safeguarding training is then completed annually  

• Termly auditing of recruitment files and SCR entries, reporting findings to their Senior 

Leadership Team (SLT), the executive and / or governors as appropriate 

• Ensuring safer recruitment training is in place at their school  

• Overseeing safeguarding compliance for contractors and third-party providers at their school, 

including Letters of Assurance and supervision requirements are appropriate. 

 

3.5 Chief Operating Officer (COO) 

 

The Chief Operating Officer (COO) is responsible for: 

 

• Providing strategic oversight of safer recruitment across the Group to ensure full compliance 

with KCSIE  

• Ensuring there is adequate safer recruitment capability through provision of training, systems 

and resourcing 

• Oversight of the People Operations team and line management of the Director of People  

• Monitoring safer recruitment compliance and risk, including conducting a termly review, 

commissioning annual external audit and ensuring corrective actions are implemented  

• Reporting to the governing body on safer recruitment performance, audits and any 

safeguarding risks relating to workforce issues. 

 

3.6 Director of People  

 

The Director of People is responsible for: 

 

• Managing operational delivery of safer recruitment processes across all schools, ensuring 

operations meet statutory and policy requirements 
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• Holding accountability for the Single Central Record (SCR) at Group-level, working with the 

heads and DSLs to ensure each school has strong and compliant processes  

• Maintaining and quality assuring the SCR, ensuring accurate, timely and complete entries for 

all staff, governors, contractors and volunteers 

• Leading the pre-employment checking process, including identity, DBS, barred list, references, 

right to work, qualifications and overseas checks 

• Ensuring that when staff are promoted any additional checks are completed ahead of 

confirmation of appointment  

• Developing and maintaining safer recruitment resources 

• Ensuring that all People Operations staff are trained, competent and consistently 

implementing recruitment processes  

• Overseeing agency and contractor compliance 

• Ensuring robust record keeping and secure storage of recruitment documentation in adherence 

with the Group’s Data Protection Policy  

• Escalating safeguarding concerns arising from recruitment checks to the relevant DSL. 

 

The wider People Operations Team, managed by the Director of People, supports safer recruitment 

across the Group by ensuring that all processes are carried out consistently, accurately and in line with 

statutory requirements. This includes: 

 

• Supporting safer recruitment administration, including issuing conditional offers, handling 

application forms, coordinating interviews, requesting references and undertaking online 

screening checks 

• Carrying out pre-employment checks for all staff, governors, contractors, agency workers and 

volunteers, including DBS, barred list, references, identity, right to work, qualification and 

overseas checks 

• Escalating concerns to the Director of People promptly, including issues arising from 

references, DBS checks and online searches 

• Ensuring accurate and timely SCR data entry, highlighting any anomalies or incomplete 

information to the Director of People immediately 

• Liaising with applicants and recruiting managers to gather all required documentation and 

resolving queries or gaps in employment history 

• Providing onboarding support, ensuring new starters receive induction materials and 

safeguarding information before commencing duties 

• Contributing to internal and external safer recruitment audits, helping prepare documentation 

and implementing actions arising from the reviews or safer recruitment compliance checks. 

 

3.7 Recruiting managers 
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The Recruiting Manager is the member of staff with delegated responsibility for leading and managing 

the recruitment and selection process for a specific post. Recruiting managers are responsible for: 

 

• Completing NSPCC Safer Recruitment training every at least three years (more frequently for 

specific roles including DSL) 

• Ensuring safeguarding responsibilities are embedded in job descriptions  

• Scrutinising application forms, employment history and online search findings for any 

safeguarding concerns  

• Conducting safeguarding-focused interviews, probing gaps, inconsistencies and candidates’ 

understanding of safe practice  

• Returning interview notes to the People team in a timely manner to document the robustness 

of the recruitment and selection process 

• Reviewing references and pre-employment information, escalating any concerns to the DSL 

and not allowing their staff to start ahead of the completion of the full checks  

• Supporting safeguarding risk assessments where checks reveal issues  

• Ensuring a robust safeguarding induction takes place before or on the first day and reinforcing 

safer working practice during probation 

• Monitoring conduct during probation and beyond, reporting any concerns to the DSL with 

the safeguarding and low-level concerns procedures. 

 

3.8 Heads of School Operations  

 

Head of School Operations may be asked to support the verifying of contractors and agency workers 

working at their school. This includes: 

 

• Verifying the identity of all agency workers and contractors on arrival by checking that 

photographic ID matches the individual and corresponds to the DBS certificate provided, and 

ensuring details are promptly shared with People Operations for inclusion on the SCR 

• Informing People Operations of expected contractors in a timely manner to allow sufficient 

time for the appropriate checks to be made. 

• Ensuing there is appropriate supervision for contractors or agency staff without full clearance 

• Providing safeguarding briefings to contractor and agency staff, including reporting concerns 

and safe working expectations 

• Monitoring contractor and agency presence on site ensuring compliance with sign-in 

procedures, ID badges and access restrictions 

• Working with People Operations and the school’s DSL to ensure the school’s processes 

remain compliant and that any safeguarding concerns arising from external staff are reported 

without delay. 
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3.9 Candidates    

 

Candidates are expected to: 

 

• Provide complete and accurate information, including full employment history with 

explanations for any gaps and truthful answers to all safeguarding and suitability questions 

• Disclose relevant criminal information in line with the Rehabilitation of Offenders Act 

(Exceptions Order) and update the relevant school if circumstances change during recruitment 

• Supply appropriate documentation and references, including identity, right to work, 

qualifications and the contact details for references 

• Cooperate fully with all vetting checks, such as DBS, barred list, overseas checks and online 

searches, and respond promptly to requests for information 

• Comply with the school’s safeguarding expectations at all times whilst visiting the site 

• Not begin work or have unsupervised contact with pupils until all required checks are complete 

and formal clearance has been confirmed by the People Operations team.  

 

 

3.10 Staff  

 

All staff are required to: 

 

• Always Follow their school’s Child Protection and Safeguarding Policy 

• Complete safeguarding induction training on or before their first working day and then 

annually  

• Report immediately any concerns about a pupil’s welfare, a colleague’s conduct, or unsafe 

practice involving contractors, volunteers, visitors, or agency staff, in line with the Child 

Protection and Safeguarding Policy 

• Comply with all vetting and suitability requirements, providing accurate information and 

promptly declaring any changes that may affect their suitability to work with children 

• Promote a culture of vigilance by challenging unidentified adults on site and ensuring pupils 

are never left with adults whose safeguarding status is unknown. 

 

3.11 Contractors and agency workers  

 

All contractors are required to: 

 

• Provide accurate safeguarding documentation (e.g. DBS, ID, right to work, qualifications) and 

cooperate fully with all checks required before starting work 

• Comply with the school’s safeguarding policies, including child protection, low-level concerns, 

whistleblowing and safe working practice 
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• Always wear visible identification, follow sign-in procedures and adhere to access restrictions 

or supervision requirements set by the school 

• Always maintain professional boundaries with pupils and behave in a manner consistent with 

the school’s Code of Conduct 

• Attend safeguarding briefings or site inductions as required and follow instructions from 

school staff relating to safe working procedures 

• Report any concerns immediately about the welfare of a pupil, another adult’s behaviour, or 

any incident that may pose a safeguarding or safety risk 

• Inform their employer without delay if circumstances arise that may affect their suitability to 

work with children (e.g. investigations, cautions, or professional misconduct) 

• Only work within the agreed scope of their role and never have unsupervised access to pupils 

if full safeguarding clearance is unconfirmed. 

 

3.12 Governors and volunteers  

 

All governors (group board and local school board members) and volunteers are required to: 

• Cooperate fully with all safeguarding checks, including DBS, barred list and any other pre-

engagement screening required and provide accurate information to support these checks 

• Complete safeguarding induction training before or on their first day  

• Comply with the school’s safeguarding policies, including the Child Protection and 

Safeguarding Policy, low-level concerns guidance, whistleblowing procedures and the 

Governor’s Code of Conduct / Volunteer Agreement  

• Always wear visible identification, follow sign-in procedures and adhere to access restrictions 

or supervision requirements set by the school 

• Maintain professional boundaries with pupils, behave in a manner consistent with safe 

practice and never have unsupervised contact with children unless formal clearance has been 

confirmed 

• Report any concerns immediately about the welfare of a pupil, the conduct of staff, 

contractors, other volunteers, or any unsafe practice they observe 

• Work under the supervision and direction of school staff, following instructions regarding 

safe working procedures and site access. 

 

4. Recruitment and selection process for candidates  

 
4.1 Advertising roles  
 

All advertised roles should include: 

• St Dunstan’s Education Group’s commitment to safeguarding and promoting the welfare of 
children  
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• Emphasise that all posts are in a school environment and involve some degree of responsibility 
for safeguarding children, although the extent of that responsibility will vary according to the 
nature of the post 

• The skills, abilities, experience, attitude and behaviours required for the post 

• A comprehensive job description and person specification 

• The safeguarding requirements and responsibilities of the specific role, such as the extent to 
which the role will involve contact with children 

• What safeguarding checks are required for the role 

• Whether the role is exempt from the Rehabilitation of Offenders Act 1974, including the 
Exceptions Orders of 1975, 2013, and 2020.  

 
4.2 Application process  
 
The St Dunstan’s Education Group application form will include: 

• A statement of the Group’s commitment to safeguarding and access to the Child Protection 
and Safeguarding Policy 

• Confirmation that applicants must complete the Group’s application form. CVs will only be 
accepted alongside a full application form. Applicants must provide: 

- Full personal details 

- Employment and education history (including reasons for gaps) 

- Qualifications relevant to the role  

- Contacts for two references, including the current employer 

- A statement outlining how their experience and personal qualities demonstrate their 
suitability for the role. 

• A clear statement that it is an offence to apply for the role if the applicant is barred from 
engaging in regulated activity relevant to children 

• The Groups’ policy on the employment of  ex-offenders  

• The requirement for an enhanced DBS check 

• That references will be taken up ahead of interview unless we are specifically asked not to 

• Confirmation that social media checks may be undertaken. 

 
4.3 The longlisting / shortlisting process  
 
At least two panel members will longlist / shortlist candidates based solely on the application form, 
supporting statement, CV and any pre-shortlisting assessments. Shortlisting decisions will be based 
only on evidence that is available at this stage and only against the criteria in the person specification.  
 
For all posts across the Group, longlisting / shortlisting must: 

• Be conducted by at least two members of the recruitment panel, at least one of which must 
have in-date Safer Recruitment training  

• Review applications for inconsistencies, gaps in employment and the reasons provided 

• Address any potential concerns, consulting the DSL as required. 
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Once candidates have been shortlisted, we will: 

• Ask shortlisted candidates to complete a signed self-declaration of their criminal record or any 
information that would make them unsuitable to work with children, so that they can share 
relevant information and discuss it at interview stage. Depending on the role, the information 
asked for will include: 

- If they have a criminal history 

- If they are included on the children’s barred list 

- If they are prohibited from teaching  

- If they have been disqualified from providing childcare 

- If they are prohibited from taking part in the management of an independent school  

- Information about any criminal offences committed in any country in line with the law 
as applicable in England and Wales, not the law in their country of origin or where they 
were convicted  

- If they are known to the police and children’s local authority social care  
- Any relevant overseas information. 

• Consider carrying out an online search on shortlisted candidates as part of our due diligence. 
This may help to identify incidents or issues that have happened and are publicly available 
online and which we may want to explore at interview. Shortlisted candidates will be informed 
that we may carry out these checks. All successful candidates will have social media checks 
conducted.  

 

At interview, applicants will be asked to sign a declaration confirming the information they have 
provided is true. 
 

 
4.4 Employment history and references  
 
The purpose of seeking references is to allow the Group to obtain factual information to support 
appointment decisions. Wherever possible we will obtain references before final interview. This allows 
any concerns raised to be explored further with the referee and taken up with the candidate at 
interview. 
 
References must confirm the applicant’s suitability to work with children and provide factual 
information on any substantiated safeguarding concerns that meet the harm threshold. Unfounded, 
unsubstantiated, false, or malicious allegations, or low-level concerns not meeting the harm threshold, 
should not be included or considered.  
 
When taking up references, we will: 
 

• Not accept open references, e.g. to whom it may concern  

• Not rely on applicants to obtain their reference  

• Ensure one reference is from the candidate’s current employer 

• Ensure that all references are completed by a senior person with appropriate authority 
(e.g. for a school reference the information should be confirmed by the head in respect 
of disciplinary investigations) 
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• Obtain verification of the individual’s most recent relevant period of employment 
where the applicant is not currently employed 

• If not currently working with children, secure a reference from the relevant employer 
from the last time the applicant worked with children  

• Always verify the person who provided the reference, e.g. by checking official email 
domain, or calling their office  

• If the referee is school or college based, the reference should be confirmed by the 
headteacher/principal as accurate in respect of any disciplinary investigations 

• Ensure electronic references originate from a legitimate source  

• Contact referees to clarify content where information is vague or insufficient 
information is provided 

• Compare the information the application form with that in the reference and discuss 
any discrepancies with the candidate 

• Establish the reason for the candidate leaving their current or most recent post 

• Ensure any concerns are resolved before appointment is confirmed. 
 

 
4.5 Suitability to work with children  
 
4.5.1 Candidates currently working with children 
 
If the candidate is currently working with children, on either a paid or voluntary basis, we will ask their 
current employer about disciplinary offences, including offences relating to children or young persons 
(whether the sanction is current or time expired) and whether the candidate has been the subject of 
any child protection allegations or concerns and if so the outcome of any enquiry or disciplinary 
procedure. Any information about past disciplinary action or substantiated allegations must be 
considered in the circumstances of the individual case. 

 

4.5.2 Candidates not currently working with children  

If the candidate is not currently working with children but has done so in the past, we will ask the 
previous employer about those matters set out in 4.5.1.  Where neither the current nor previous 
employment has involved working with children, we will still ask the current employer about the 
candidate’s suitability to work with children. Where the candidate has no previous employment 
history, we may request character references, for example from the candidate’s school or university. 

 
4.6 The selection process 

We will use a range of selection techniques to ensure that the most suitable candidate is appointed. 
All interview panels will agree structured questions in advance, covering motivation for applying, 
relevant skills and experience of working with children and any gaps or frequent changes in 
employment history. 

All formal interviews will have a panel of at least two individuals, including a nominated chair. At least 
one member of the panel must have completed safer recruitment training in the last three years.  The 
interviewers involved will be required to state any prior personal relationship or knowledge of any of 
the candidates and a judgement will be made by the Chair as to whether an interviewer should withdraw 
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from the panel. Should the Chair have a conflict of interest, this should be discussed with the Director 
of People in advance.  

A standard interview question template will be used by all interview panels. All interviews must include 
safeguarding questions that explore candidates’ attitudes to child protection, professional boundaries 
and conduct. This will include, as a minimum, one question on professional boundaries and one 
safeguarding scenario. All information considered and decisions made during the recruitment process 
must be recorded on the interview question template. 

Interviews provide an opportunity to explore any potential safeguarding concerns, including the 
candidate’s understanding of child vulnerability, appropriate boundaries between adults and children, 
and any indications of behaviours that could pose a risk to children. Past disciplinary actions or 
substantiated allegations will be considered carefully in the context of the individual case and escalated 
to the DSL and / or Head of the school as appropriate. 

Where appropriate, pupils will be involved in the recruitment process in a meaningful and always 
supervised way, such as observing shortlisted candidates or participating in structured interactions.  

During the interview process, detailed notes will record the candidate’s suitability for the role, 
including motivation for applying, relevant skills and experience with children, and any gaps or 
frequent changes in their employment history. Interviewers will also record discussions around 
safeguarding, professional boundaries and any potential concerns. For example, probing for any 
concerns such as misunderstandings about child vulnerability, inappropriate idealisation, poor 
boundary awareness, or other safeguarding risks. Any disclosed disciplinary history or past allegations 
will be formally noted and considered in context. The overall assessment, including reasons for 
selection or rejection, must be clearly documented.  

At the end of the interview process, panel members must return their interview notes to the People 
Operations teams. Interview notes for unsuccessful candidates will be retained securely for six months 
and then destroyed. Notes for the successful candidate will be retained on their personnel file.  

 

4.7 Documents required as part of the selection process  

All candidates invited to interview are expected to bring to the interview:  

• Documents confirming any educational and professional qualifications that are necessary or 
relevant for the post (e.g. the original or certified copy of certificates, diplomas etc).  Where 
originals or certified copies are not available for the successful candidate, written confirmation 
of the relevant qualifications must be obtained by the candidate from the awarding body 

• Evidence of their Right to Work in the UK and evidence that can be used to later verify identity 
for DBS checks. This means: 

1. A current driving licence including a photograph or a passport and a full birth certificate 
2. A utility bill or financial statement issued within the last three months showing the 

candidate’s current name and address 
3. Where appropriate any documentation evidencing a change of name 
4. Where applicable, proof of entitlement to work and reside in the UK. 

 

Originals of all documentation are essential. Photocopies or certified copies will not be accepted.  
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4.8 Reasonable adjustments 

Candidates with a disability who are invited to interview are asked to inform the People Operations 
team of any necessary reasonable adjustments or arrangements to assist them in attending the 
interview. Reasonable adjustments during the selection process is addressed in the invite to interview.  

 

5. Pre-appointment vetting checks, regulated activity and recording information    
 

5.1 Pre-appointment vetting checks for contracts of employment 

Once the successful candidate has been agreed, a conditional offer letter will be sent to the successful 
candidate.  

Any offer of employment will be conditional on obtaining satisfactory checks. Furthermore, successful 
applicants must notify us immediately if there are any reasons why they should not be working with 
children. Candidates will be made aware that the provision of false information is an offence and could 
result in the application being rejected or summary dismissal if they have been appointed, and a referral 
to the police and/or DBS could be made. 

Any offer of employment to a successful candidate will be conditional upon: 

• Receipt of at least two satisfactory references. One of these will be the most recent employer. 

• Verification of identity and qualifications including, where appropriate, evidence of the right 
to work in the UK  

• A satisfactory enhanced DBS check and, if appropriate, a check of the Children’s Barred List 
maintained by the DBS 

• For a candidate to be employed as a teacher, a check that that the candidate is not subject to a 
prohibition order issued by the Secretary of State or any sanction or restriction imposed (that 
remains current) by the historic General Teaching Council for England before its abolition in 
March 2012. Teaching work is defined in The Teachers’ Disciplinary (England) Regulations 
2012 to encompass: 

- Planning and preparing lessons and courses for pupils 

- Delivering and preparing lessons to pupils 

- Assessing the development, progress and attainment of pupils 

- Reporting on the development, progress and attainment of pupils. 

• Verification of professional qualifications, including Qualified Teacher Status (QTS) where 
appropriate and verified professional qualifications, as appropriate. The Teaching Regulation 
Agency’s (TRA) Employer Access Service will be used to verify any award of QTS 

• Verification of successful completion of a statutory induction period (for teaching posts, 
applies to those who obtained QTS after 7 May 1999) 

• Where the successful candidate has worked or been resident overseas in the past five years 
there will be further checks and confirmations as we may consider appropriate so that any 
relevant events that occurred outside the UK can be considered. This shall include the 
candidate providing us with a letter from the professional regulating authority in the country 
(or countries) in which they have worked confirming that they have not imposed any sanctions 
or restrictions, and/or that they are aware of any reason why they may be unsuitable to teach 
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• If working with under 5s, or under 8s in wraparound provision, confirmation that the 
candidate is not disqualified from providing childcare as set out in the statutory guidance 
“Disqualification under the Childcare Act 2006”, or receipt of a signed Self-Declaration form 
showing that the candidate is not disqualified from providing childcare as set out in the 
statutory guidance “Disqualification under the Childcare Act 2006” 

• If a candidate is to be employed into a senior management position, receipt of a signed ‘senior 
charity manager positions: automatic disqualification declaration’  

• Evidence of satisfactory medical fitness. 
 

A record of all required pre-appointment checks will be maintained on the Single Central Record 
(SCR) in accordance with statutory requirements. This will include the date each check was completed 
and, if necessary, the outcome. Supporting documentation and evidence relating to these checks (for 
example, identity verification, right to work, references, and DBS details) will be retained on the 
individual’s personnel file, where appropriate, and in line with data protection requirements. 

 

5.1.1 Accepting previous DBS checks 

In very limited circumstances, we may accept a DBS check from another educational institution if the 
new member of staff has previously worked in one of the following: 

1. A school in England in a role that regularly involved contact with children or young people 
2. A maintained school in England in a role appointed on or after May 2006 that did not involve 

regular contact with children or young people 
3. A further education institution in England, or a 16–19 Academy, in a role providing education 

or regularly involving contact with children or young people. 
 

The previous employment must have ended no more than three months before the new 
appointment. In these cases, we may apply for a DBS disclosure but are not required to do so. A new 
barred list check will always be obtained. 

 

5.1.2 Pre-employment health questionnaire  

We are required to verify the candidate’s mental and physical fitness to carry out their work 
responsibilities. Therefore, candidates must complete a pre-employment health questionnaire. The 
information contained in the questionnaire will then be held by us in strictest confidence and 
processed in accordance with our Recruitment Privacy Notice and Data Protection Policy. This 
information will be reviewed against the job description and the person specification for the role, 
together with details of any other physical or mental requirements of the role. For example, the 
expected workload, co-curricular activities, and/or layout of the school.  

We are aware of our duties under the Equality Act 2010.  No job offer will be withdrawn without first 
consulting with the applicant, reviewing medical evidence and considering reasonable adjustments. 

 

5.1.3 If disclosure is delayed  
 
If ‘enhanced disclosure’ is delayed, the relevant school’s Head or DSL may allow the member of staff 
to commence work, provided that: 
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• The appointment remains unconfirmed  

• There has been a satisfactory check of the barred list if the person will be engaging in regulated 
activity and all other relevant checks (including any appropriate prohibition checks) have been 
completed satisfactorily 

• The DBS application has been submitted in advance 

• Appropriate safeguards taken (e.g. loose supervision). In EYFS roles, the requirement will be 
close supervision at all times 

• The safeguards are reviewed formally at least every two weeks  

• The person in question agrees and demonstrates understanding of the safeguards  

• A note is added to the SCR and evidence kept of the safeguarding put in place. The safeguards 
will be recorded on the Group ‘delayed disclosure risk assessment’ see Appendix D.  

 

5.1.4 DBS Update service  

 
The Group requires all new staff as of 1 April 2026 to subscribe to the DBS Update Service, as this 
enables quicker and more efficient ongoing safeguarding checks. The Group will reimburse 
subscription to the update service in accordance with the Expenses Policy.  
 

5.2 Prohibitions, directions, sanctions and restrictions 
 
5.2.1  Disqualification under the Childcare Act 2006 
 
The statutory guidance “Disqualification under the Childcare Act 2006” applies to those providing 
early years childcare (EYFS) or later years childcare, including before school and after school clubs, 
to children who have not attained the age of 8 AND to those who are directly concerned in the 
management of that childcare. 
 
Staff and/or successful candidates who are disqualified from childcare or registration may apply to 
Ofsted for a waiver of disqualification.  Such individuals may not be employed in the areas from which 
they are disqualified, or involved in the management of those settings, unless and until such a waiver 
is confirmed. 
 

Where we take a decision that an individual falls outside of the scope of these regulations and we do 
not carry out such checks, we will retain a record of our assessment on the individual’s personnel 
file. This will include our evaluation of any risks and control measures put in place, and any advice 
sought.  

 
5.2.2 Disqualification from acting in senior management positions in a registered charity  
 
St Dunstan’s Education Group is a registered charity, and certain individuals are automatically 
disqualified from holding senior management positions under charity law. This requirement is separate 
from Section 128 management checks.  
 



 

 

 

Page | 19 

 

As set out in the Charities Act 2021, a senior management position is defined as a role accountable 
only to the governors with overall responsibility for day-to-day management (the CEO), or a role 
accountable to the CEO with responsibility for the overall management and control of the charity’s 
finances (the Chief Finance Officer).  
 
Anyone who is disqualified cannot take up or remain in a senior management role, even on an interim 
basis, unless the Charity Commission has granted a waiver. The Group verifies eligibility by requiring 
candidates to complete a Charity Automatic Disqualification Declaration and conducting supporting 
checks, including a basic DBS for unspent convictions, searches of the Disqualified Directors Register 
and the Individual Insolvency Register, and reviewing references for any past removal from charity 
management. All outcomes are recorded, and appointment can only proceed where no disqualification 
applies, or a valid waiver is in place. 
 
 
5.2.3 Prohibition on participation in management of independent schools 
 
The Independent Educational Provision in England (Prohibition on Participation in Management) 
Regulations 2014 came into force on 1 September 2014 (also known as Section 128 checks). These 
regulations set out the grounds on which a person’s suitability to take in the management of an 
independent school can be restricted or prohibited. These an obligation on independent schools to 
check whether those involved in the management of schools (including governors) and those who 
undertake roles of a leadership nature have been prohibited from management in independent schools. 
The section 128 power applies to all those who are taking part in the management of an independent 
school. This has been defined as governors, senior leadership teams and all teaching heads of 
department at St Dunstan’s’ College Senior School. 
 
 
5.3 Transfer of Undertakings Protection of Employment (TUPE) 
 
Staff transferring into the Group under TUPE are subject to the Group’s safer recruitment 
procedures. We may accept safer recruitment checks completed by a previous employer where the 
transfer is continuous or where the break in service is no more than three months, and where full 
written confirmation of all statutory checks is provided. The Group retains overall responsibility for 
safeguarding and will repeat any checks where information is incomplete, unclear, or where a risk-
based assessment indicates this is necessary. Acceptance of checks under TUPE will be recorded on 
the SCR. 

 

6. Safeguarding induction  

 
All new starters must receive safeguarding induction on or before their first day including: 

• Child protection procedures 

• Code of conduct and low‑level concerns policy 

• Whistleblowing arrangement 

• Behaviour management expectations. 
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This briefing is in addition to the induction and mandatory training requirements for all staff as 
detailed in the Mandatory Training Policy. 

 

7. Other adults in a school-setting  

 
All adults working in or visiting any of the Group’s schools must be appropriately recruited, vetted 
and supervised to ensure the safety and welfare of pupils. This section covers contractors, agency staff, 
volunteers and governors (referred to as applicants). No individual may begin work on site until 
identity has been verified on arrival and no individual can be left unsupervised onsite without the full 
safer recruitment checks in place. 

 

7.1 Recruitment agencies  

The Group will only use recruitment agencies that comply with KCSIE recruitment requirements. 

Before an agency worker is deployed on site, we will obtain written confirmation from the agency that 

all required checks have been completed and that they will notify us immediately if any later 

safeguarding concerns arise. 

This includes obtaining written notification, referred to as a Letter of Assurance, from the agency, 

confirming that all checks that we would otherwise complete have been completed by the agency. 

We will always verify the individual’s identity on arrival, and the information will be recorded on the 

SCR. We may ask for the individual’s DBS certificate or confirmation of its status via the Update 

Service, if used. 

 

7.2 Responsibilities of contractors and agency staff  

All contractors and providers of agency staff and agency staff must: 

 

• Comply fully with the school’s safeguarding and safer recruitment requirements 

• Ensure that staff deployed to the school are suitable, properly vetted and trained 

• Participate in school safeguarding briefings as requested  

• Report on any concerns regarding pupils or staff without delay 

• Maintain up-to-date safer recruitment records for audit on request.  

 

Further detail regarding the expectations of contractors is detailed in the Contractor Management 

Policy.  

 

 

7.3 DBS checks 

 

Any contractor, or any employee of the contractor, who is to work at one of our schools must have 

had: 
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• An enhanced DBS check with barred list information for contractors engaging in regulated 

activity 

• An enhanced DBS check, not including barred list information, for all other contractors who 

are not in regulated activity, but whose work provides them with an opportunity for regular 

contact with children.  

 

The Group will obtain the necessary DBS checks for self-employed contractors. We will also ensure 

that appropriate checks are carried out to ensure that individuals are not disqualified under the 2018 

Childcare Disqualification Regulations and Childcare Act 2006. Where we decide that an individual 

falls outside of the scope of these regulations and we do not carry out such checks, we will retain a 

record of our assessment. This will include our evaluation of any risks and measures put in place, and 

any advice sought. 

 

As a matter of good practice, the Group normally requests sight of the DBS certificate. Where this is 

not provided, we may rely on the agency’s written assurance, subject to a risk-based assessment. Any 

exceptions will be recorded and managed appropriately. 

 

7.4 Letters of Assurance 

Where the checks have been completed by the contractor, a Letter of Assurance must confirm that 

all pre‑employment checks meet KCSIE requirements. Our safeguarding requirements will be set out 
in the contract between the organisation and the Group. This will include obtaining written 
confirmation from the agency or company that it has carried out the same checks as the Group would 
otherwise perform on any individual working at the Group.  

In respect of contractors and agency staff, unchecked contractors will under no circumstances be 
allowed to work unsupervised in the school.  The appropriate level of supervision will depend on the 
circumstances, as set out in the school’s Visitor and Contractor Policy.  

 

7.5 Trainee/student teachers 
 
Where applicants for initial teacher training are salaried by the Group, we will ensure that all 
necessary checks are carried out, in accordance with Section 5 of this policy. 

Where trainee teachers are fee-funded, we will obtain written confirmation from the training provider 
that necessary checks have been carried out and that the trainee has been judged by the provider to 
be suitable to work with children.  

In both cases, this includes checks to ensure that individuals are not disqualified under the 2018 
Childcare Disqualification Regulations and Childcare Act 2006. 

 

7.6 Volunteers 

 
All volunteers must be appropriately recruited, vetted and supervised to ensure the safety and welfare 
of pupils. As set out in the school’s Visitor and Contractor Policy, volunteers are subject to safer 
recruitment checks appropriate to the nature of their role. References are not a statutory requirement 
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for volunteers, however where a volunteer will undertake regulated activity, work regularly, or be 
unsupervised, we may seek references or other assurances as part of a risk-based assessment. Any 
volunteer engaged to support EYFS will be required to provide two references.  

• Enhanced DBS checks with barred list information will be obtained for all volunteers 
engaging in regulated activity 

• For volunteers not undertaking regulated activity, a risk assessment will be carried out to 
decide whether an enhanced DBS check (without barred list information) is required. A 
record of this risk assessment will be retained on the volunteer’s file and the decision 
determined by the Director of People, in consultation with the relevant DSL where 
appropriate 

• Checks will be carried out to ensure that individuals are not disqualified under the 2018 
Childcare Disqualification Regulations and the Childcare Act 2006. Where an individual falls 
outside the scope of these regulations and checks are not undertaken, a record of the 
assessment will be retained, including the evaluation of risks, control measures and any 
advice sought. 
 

All volunteers are required to: 

• Complete a volunteer application form 

• Undergo an enhanced DBS check if they will have regular or unsupervised contact with 
children 

• Agree to the Group’s Volunteer Code of Conduct (Appendix D) 

• Receive a safeguarding briefing ahead of having unsupervised access to site. 

 

7.7 Governors   
 
Governors play a critical role in the strategic oversight and management of the school. To ensure 
the safety and welfare of pupils, all governors must be appropriately vetted before appointment and 
periodically thereafter. 

All governors will undergo an enhanced DBS check without barred list information. Those engaged 
in regulated activity will undergo an enhanced DBS check with barred list information. The Chair of 
the Board will have their DBS check countersigned by the Secretary of State. 

All governors will also be subject to: 

• A Section 128 check to confirm they are not prohibited from participating in management 
under Section 128 of the Education and Skills Act 2008  

• Verification of identity 

• Verification of right to work in the UK 

• Any additional checks deemed necessary if the individual has lived or worked outside the UK 

• Proportionate checks of publicly available social media and online profiles. 
 

All governors are required to: 

• Complete an application form  
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• Provide at least two references  

• Undergo an enhanced DBS check 

• Agree to the Governor’s Code of Conduct  

• Receive a safeguarding briefing ahead of having unsupervised access to site 

• Receive supervision if not fully cleared.  

 
Further information regarding the governor recruitment process is included in Appendix E.  

 

7.8 Staff working in alternative provision settings 

Where we place a pupil with an alternative provision provider, we obtain written confirmation from 
the provider that they have carried out the appropriate safeguarding checks on individuals working 
there that we would otherwise perform. 

 

7.9 Security of records and data protection obligations 

We will comply with our obligations regarding the retention and security of records in accordance 
with the DBS Code of Practice and our obligations under our Data Protection Policy. Copies of DBS 
certificates will not be retained for longer than six months. 

We will comply with our data protection obligations in respect of the processing of criminal records 
information, as detailed in the Group’s Recruitment Privacy Notice and the Data Protection Policy. 

 

8. Ensuring the ongoing safeguarding of pupils and the legal reporting duties on 
employers   

 

8.1 Existing staff 
 
In certain circumstances we will carry out all the relevant checks detailed in Section 5 on existing 
staff as if the individual was a new member of staff. These circumstances may include when: 

• There are concerns about an existing member of staff’s suitability to work with children 

• An individual moves from a post that is not regulated activity to one that it is 

• When an individual moves to a management position  

• When an individual moves into a role involving regular work with children aged eight and 
under 

• There has been a break in service of twelve weeks or more. 

The decision will be taken by the Director of People in conjunction with the relevant head of 
school, or the CEO.  
 

8.2 Referral to the DBS  

  



 

 

 

Page | 24 

 

We will refer to the DBS anyone who has harmed, or poses a risk of harm, to a child or vulnerable 
adult where: 

• We believe the individual has engaged in relevant conduct 

• We believe the individual has received a caution or conviction for a relevant (automatic 

barring either with or without the right to make representations) offence, under the 

Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and Miscellaneous 

Provisions) Regulations 2009 

• We believe the ‘harm test’ is satisfied in respect of the individual (i.e. they may harm a child 

or vulnerable adult or put them at risk of harm) 

• The individual has been removed from working in regulated activity (paid or unpaid) or 

would have been removed if they had not left.  

 

9. Monitoring 
 

The effective application of safer recruitment policy and procedures will be monitored through the 
following mechanisms: 
 

• Safer recruitment compliance and associated risk will be monitored on a termly basis by the 
Director of People and reported to the full governing body using a pre-agreed KPI report 

• The DSLs will conduct termly audits of recruitment files and the SCR. Findings will be 
reported to their Senior Leadership Team (SLT) and, where appropriate to the executive and 
full governing body 

• The COO will undertake termly spot-check reviews of at least three recent recruitments end-
to-end 

• The Safeguarding Link Governor will undertake an annual review of safer recruitment practice 
and compliance and provide a report to the full governing body 

• An independent external audit of safeguarding and safer recruitment arrangements will be 
commissioned annually to provide external assurance. This will be shared and discussed with 
the executive and full governing body.  
 

Feedback from audit findings, inspection outcomes, or lessons learned from incidents will inform 
revisions of this policy.  
 
This policy will be reviewed annually by the full governing body, or in response to any changes to 
relevant legislation.  
 
 

10. Related policies  

 
This policy operates in conjunction with the following Group or school policies: 

• Child Protection and Safeguarding Policy 

• Contractor Management Policy  

https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs#relevant-conduct-in-relation-to-children
http://www.legislation.gov.uk/uksi/2009/37/contents/made
http://www.legislation.gov.uk/uksi/2009/37/contents/made
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• Equality, Equity and Diversity Policy  

• Recruitment and Selection Procedure  

• Visitor and Contractor Policy 
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Appendix A: Statement to be used in all advertisements 

 

St Dunstan’s Education are committed to safeguarding and promoting the welfare of children and 
young people and expects all staff, governors and volunteers to share this commitment. 

Applicants will be required to undergo child protection screening appropriate to the post. As this role 
involves ‘regulated activity’ with children the successful applicant will be required to complete a 
Disclosure and Barring Service (DBS) disclosure application. Employment will be conditional upon 
St Dunstan’s Education Group being satisfied with the result of the Enhanced DBS check and the 
outcome of all other checks. 
 
St Dunstan’s Education Group will also carry out a check of the Children’s Barred List on the 
successful applicant. Applicants should be aware that it is unlawful for St Dunstan’s Education Group 
to employ anyone to work with children if they are barred from doing so, and it is a criminal offence 
for a person to apply to work with children if they are barred from doing so.  
 
This role is also exempt from the Rehabilitation of Offenders Act 1974 and St Dunstan’s Education 
Group is therefore permitted to ask shortlisted applicants to declare all convictions and cautions 
(including those which are ‘spent’ unless they are ‘protected’ under the DBS filtering rules) in order 
to assess their suitability to work with children. 
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Appendix B: Policy on the recruitment of ex-offenders   

 
 

We will not unfairly discriminate against any candidate for employment on the basis of conviction 
or other details revealed. We make appointment decisions on the basis of merit and ability. If an 
individual has a criminal record this will not automatically bar them from employment within the 
Group. Instead, each case will be decided on its merits in accordance with the objective assessment 
criteria set out below. 
 
All candidates should be aware that provision of false information is an offence and could result in 
the application being rejected or summary dismissal if they have been appointed, and a possible referral 
to the police and/or DBS. 
 
Under the relevant legislation, it is unlawful for us to employ anyone who is included on the lists 
maintained by the DBS of individuals who are considered unsuitable to work with children. In 
addition, it will also be unlawful for us to employ anyone who is the subject of a disqualifying order 
made on being convicted or charged with the following offences against children: murder, 
manslaughter, rape, other serious sexual offences, grievous bodily harm or other serious acts of 
violence. It is also unlawful for us to knowingly employ someone who works in the relevant settings 
and is disqualified from providing childcare as set out in the statutory guidance “Disqualification under 
the Childcare Act 2006”. 
 
It is a criminal offence for any person who is disqualified from working with children to attempt to 
apply for a position. We will report the matter to the Police and/or the DBS if: 
 

• We receive an application from a disqualified person 

• We are provided with false information in, or in support of an applicant’s application 

• We have serious concerns about an applicant’s suitability to work with children. 
 
In the event that relevant information (whether in relation to previous convictions or otherwise) is 
volunteered by an applicant during the recruitment process or obtained through a DBS check, we will 
consider the following factors before reaching a recruitment decision: 
 

• Whether the conviction or other matter revealed is relevant to the position in question 

• Whether the conviction or caution is ‘protected’ as defined by the Rehabilitation of Offenders 

Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020 (if yes, it 

will not be taken into account) 

• The seriousness of any offence or other matter revealed 

• The length of time since the offence or other matter occurred 

• Whether the applicant has a pattern of offending behaviour or other relevant matters 

• Whether the applicant’s circumstances have changed since the offending behaviour or other 

relevant matters 

• In the case of disqualification from providing childcare, whether the applicant has or is able to 

obtain an Ofsted waiver from disqualification 
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• The circumstances surrounding the offence and the explanation(s) offered by the convicted 

person. 

 
 
If the post involves access to money or budget responsibility, it is our normal policy to consider it 
a high risk to employ anyone who has been convicted at any time of robbery, burglary, theft, 
deception or fraud. 
 
If the post involves some driving responsibilities, it is our normal policy to consider it a high risk to 
employ anyone who has been convicted of drink driving. 
 
We will comply with our data protection obligations in respect of the processing of criminal records 
information. More information on this is included in the Group’s Recruitment Privacy Notice and the 
Data Protection Policy.  
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Appendix C: Risk assessment template for a new starter without a DBS    

 

Risk Assessment Template for a New Starter Without a DBS – to be completed in 

consultation with the DSL or Head of the school 

Before allowing someone to start work in regulated activity relating to children without their DBS 

certificate, the school must: 

1. Complete all other pre-employment checks (as per paragraph 235 of KCSIE) 

2. Obtain a separate children's barred list check 

3. Ensure appropriate supervision is in place 

Supervision is mandatory - The individual must be appropriately supervised at all times until the 

DBS certificate is received. In EYFS this must be close supervision, not loose supervision.   

This is temporary - These arrangements should only be in place until the DBS certificate arrives. 

All risk assessments should be formally reviewed fortnightly. They are not automatically renewable; 

first a check must be made that progress is being made with the DBS and that the risk assessment is 

proving effective 

Document everything - Keep clear records of your decision-making process and supervision 

arrangements 

Regular review - Monitor the situation daily and review the risk assessment immediately if 

circumstances change. All risk assessments should be formally reviewed at least fortnightly and 

additional actions considered. 

Be prepared to act - If any concerns arise during this period, you must be ready to remove the 

individual from contact with children immediately 

 

Staff member details  

Name  

Department   

Role  

Nature of role inc. regulated activity 
/ contact with children 

 

Target start date   

Pre-employment checks completed (note by whom and date) 

Identity verification   
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Right to work in the UK  

Professional qualifications verified   

References obtained and verified   

Prohibition from teaching check (if 
applicable) 

 

Section 128 (if applicable)  

Overseas check (if applicable)  

Separate barred list check (for 
regulated activity) 

 

Self-declaration of criminal record 
obtained  

 

Risk Assessment  

Level of contact with children   

Will the person be engaging in 
regulated activity  

 

Describe the nature and frequency 
of contact with children  

 

Will the person have unsupervised 
access to children  

 

Supervision arrangements   

Detail the specific supervision 
measures  

 

Who will supervise (name and 
position) 

 

How will supervision be maintained 
(e.g. line of sight, same room, 
regular check ins) 

 

Frequency of supervision   

Duration of supervision period (until 
DBS received) Maximum 2 weeks 

 

Risk mitigation measures 

Individual will not be left alone with 
children  

Yes / No  

Individual will work only in areas 
with other staff present 

 

Individual’s movements will be 
monitored 
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Individual will not have access to 
sensitive information  

 

Individual will not undertake 
personal care duties  

 

Other measures  

Has the individual disclosed any 
relevant information during 
recruitment?  If yes, detail 
assessment of this information. 

 

Monitoring and review 

Date DBS application submitted   

Expected date of DBS certificate  

Review date for this risk assessment 
(max. 2 weeks)  

 

Who is responsible for monitoring   

Decision by DSL or Head of the school 

The individual may commence work 

with the supervision measures 

outlined above 

 

Authorised by   

Role   

Signature   

Date   
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Appendix D: Volunteer Code of Conduct 

    

Volunteer Code of Conduct 
 
This Code of Conduct sets out the expectations of all volunteers working with or on behalf of the 
school. It is informed by Keeping Children Safe in Education (KCSIE) and our safeguarding and child 
protection policies. All volunteers must read, understand and agree to this Code before commencing 
their role. 
 
1. Safeguarding and child protection  

• Volunteers have a responsibility to safeguard and promote the welfare of children at all times. 
• Volunteers must be familiar with, and follow, the School’s Safeguarding and Child Protection 

Policy and the Staff Code of Conduct. 
• Any concerns about a child’s welfare, or any behaviour that may place a child at risk, must be 

reported immediately to the Designated Safeguarding Lead (DSL). 
• Volunteers must never promise confidentiality to a child. 
 

2. Professional boundaries and behaviour  
• Volunteers must maintain appropriate professional boundaries with pupils at all times. 
• Volunteers must not engage in behaviour that could be misinterpreted, including unnecessary 

physical contact, personal conversations, or favouritism. 
• Volunteers must not initiate or engage in one-to-one situations with pupils unless this has been 

agreed by the Head of the School and appropriate safeguards are in place. 
 

3. Communication with pupils  
• Volunteers must use appropriate, professional language at all times. 
• Volunteers must not communicate with pupils via personal social media accounts, personal 

email addresses, or personal mobile phones. 
• Any communication with pupils must take place through school-approved channels and with 

the knowledge of the supervising member of staff. 
 

4. Use of technology 
• Volunteers must follow the our policies on the use of IT systems, mobile phones, and online 

safety. 
• Volunteers must not take photographs, videos, or audio recordings of pupil. 
• Volunteers must not access, store, or share images or information about pupils on personal 

devices. 
 

5. Supervision and role clarity  
• Volunteers work under the supervision of a named member of staff and must follow 

reasonable instructions given by school staff. 
• Volunteers must act within the limits of their role and must not assume responsibilities beyond 

those agreed. 
• Volunteers should seek guidance from staff if they are unsure about any aspect of their role or 

responsibilities. 
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6. Health, safety and conduct on site  
• Volunteers must comply with the school’s health and safety procedures at all times. 
• Volunteers must sign in and out at reception and adhere to our lanyard policy. 
• Volunteers must not consume alcohol, use illegal substances, or be under the influence of 

medication that may impair judgement while on site. 
 

7. Confidentiality and Data Protection 
• Volunteers may have access to sensitive or personal information and must treat this as strictly 

confidential. 
• Information about pupils, staff, or families must not be shared outside the school unless there 

is a safeguarding concern. 
• Volunteers must comply with the Group’s data protection and confidentiality requirements. 

 
8. Allegations and low-level concerns 

• Volunteers must report any allegations or low-level concerns about the behaviour of adults 
working with children to the Head of the school. 

• Volunteers must also report any concerns about their own conduct that may impact their 
suitability to work with children to the Head of the school. 
 

9. Breach of the Code of Conduct 
• Failure to comply with this Code of Conduct may result in withdrawal of permission to 

volunteer, and may lead to further action where appropriate. 
 

10. Acknowledgement 
I confirm that I have read, understood, and agree to abide by this Volunteer Code of Conduct and 
the school’s safeguarding procedures. 
 
Name: ____________________________ 
Signature: _______________________ 
Date: ____________________________ 
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Appendix E: Governor recruitment and selection procedure  
 
1. Introduction 
 
St Dunstan’s Education Group is committed to recruiting governors through a merit-based approach, 
ensuring that appointments are driven by the skills and competencies required to contribute effectively 
to the governing body. In doing so, the Group actively seeks to promote diversity and inclusion, 
aiming to appoint governors who reflect the broad range of experiences and perspectives within our 
community. The recruitment process is designed to be transparent, consistent and open, providing 
clarity and fairness to all candidates.  
 
Appointments are made with an emphasis on collective competence, ensuring that, together, the 
governing body possesses the full range of skills necessary for robust strategic oversight. 
  
Given the nature of the role of governors, and their position of trust within the school, the recruitment 
of governors shall follow safer recruitment principles equivalent to those applied to the recruitment 
of staff. This approach reflects our commitment to safeguarding. This is embedded within the 
Governor Code of Conduct, which all governors are required to uphold. 
 
Therefore, all governor recruitment, for both the main governing body and local boards, is conducted 
in accordance with the Group’s Safer Recruitment Policy.  
 
2. Identifying a vacancy 
 
The Leadership and Governance Committee, on behalf of the governing body, will carry out an annual 
skills audit of current governors to assess the expertise and experience already represented on the 
board. Based on this audit and the Group’s strategic priorities any skills gaps will be identified. The 
committee will then agree on appointment priorities for the year to ensure that recruitment addresses 
these gaps. 
 
To support this process, the committee will update the role description and person specification for 
governors, clearly outlining the core governance competencies and specialisms required, the expected 
time commitment, the usual term of office and the key responsibilities, including adherence to the 
Governor’s Code of Conduct.  
 
All  advertisements and information packs will include appropriate safer recruitment wording, clearly 
reflecting the Group’s commitment to safeguarding and the welfare of children. 
 
3. The advertising process  
 
The Group will promote opportunities for governors through a variety of channels to attract a broad 
and diverse pool of applicants, including partnering with Nurole, a board search specialist connecting 
organisations with potential applicants through a fair, efficient, and diverse recruit process. 
All applicants will be asked by Nurole to complete the following: 

• An application form or expression of interest,  short personal statement outlining suitability 
• A declaration of interests and eligibility to serve as a trustee/governor 
• Agreement to the Group’s Governor Code of Conduct. 
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4. The shortlisting and interview process 
 
There are two stages to the interview process: 
 

1. An interview with our recruitment partner, Nurole, to confirm suitability plus skills 
and values fit, interest in and reason for the appointment, what applicants will bring 
to the role and time availability. At this meeting they will also brief applicants about the range 
of statutory checks that are required as part of the appointment process. 

2. If recommended, the applicant will be interviewed formally by the Chair of Governors and at 
least one other governor. At least one member of the panel will be safer recruitment trained.  

 
Once applicants have been shortlisted, the Clerk to Governors, in consultation with People 
Operations team, will: 

• Ask shortlisted applicant to complete a signed self-declaration of their criminal record or any 
information that would make them unsuitable to work with children, so that they can share 
relevant information and discuss it at interview stage. The information we may ask for includes: 

- If they have a criminal history 

- Where relevant, if they are included on the children’s barred list 

- Where relevant, if they are prohibited from teaching  

- Where relevant, if they have been disqualified from providing childcare 

- If they are prohibited from taking part in the management of an independent school  

- Information about any criminal offences committed in any country in line with the law 
as applicable in England and Wales, not the law in their country of origin or where they 
were convicted  

- If they are known to the police and children’s local authority social care  

- Any relevant overseas information. 
 
At interview, applicants will be asked to sign a declaration confirming the information they have 
provided is true. The Group will also carry out an online search the successful applicant as part of our 
due diligence. Details of social media and other accounts will be requested.  
 
5. Safer recruitment checks  
 
All governor recruitment is conducted in accordance with the Group’s Safer Recruitment Policy. The 
following checks must be completed before a governor is formally appointed. All checks are 
coordinated by the Group’s People Operations Team. 

 

• An enhanced DBS certificate 

• If the governor will be undertaking a regulated activity, a barred list check 

• Evidence of entitlement to work in the UK, where relevant 

• Confirmation that they are not disqualified from acting as a Charity Trustee or Company 
Director, for example by virtue of an undischarged bankruptcy 

• Evidence that the Governor has not been prohibited from participating in the management of 
independent schools 



 

 

 

Page | 36 

 

• If applicable, a declaration that they are not disqualified from providing childcare as set out in 
the statutory guidance “Disqualification under the Childcare Act 2006” 

• Proportionate checks of publicly available online and social media content to identify any 
information relevant to safeguarding or suitability to hold a position of trust 

• A completed Form AP01 (downloadable from 
https://www.gov.uk/government/publications/appoint-a-director-ap01) will be sent to 
Companies House to register the appointment. 

 
 
6. Data Protection 
 
Applicants’ attention should be drawn to the Recruitment Privacy Notice which sets out details of 
how we will process personal data during the recruitment process. Details in relation to how we will 
process personal data on appointment are set out in the Governor and Volunteer’s Privacy Notice 
and the Group’s Data Protection Policy.  
 
 
7. Appointment and induction 
 
Once a governor has been approved and all safer recruitment checks are complete, the onboarding 
process includes: 
 

• The governing body formally voting to appoint the applicant  

• The Clerk to Governors recording and publishing the appointment. 

• A full induction programme is delivered. This includes: 

- Governance handbook and Code of Conduct 

- Recent board minutes, the Group’s strategy and strategic operating plan and key 
policies 

- Meeting with the Chair and members of the Group executive  

- Child Protection Policy and safeguarding obligations 

- Prevent awareness training  

- Health & safety training 

- Data protection training  

- Online safety training  

- Confidentiality obligation 

https://www.gov.uk/government/publications/appoint-a-director-ap01

